SHHHP SHARP Reporting

Scenario

In this lesson, the SHARP trainer, Hall, will show the newly hired Payroll Finance
Specialist, Jenny, how to request or download SHARP reports.
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Lesson Objectives

After completing this lesson, you will be able to:

® Learn available SHARP report venues
® Find lists of available SHARP reports
® Request agency run reports

® Run WorkCenter queries

® Download centrally run reports using Core FTP Pro
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Lesson Topics

In this lesson you will learn about the following topics. Click the Home
button at lower left corner at any time to return to this menu. Click each
topic to navigate to that topic.

Topic 1. : Topic 5:
Reporting Lesson

Overvie — Checkpoin
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SHARP Reporting Methods - 1

There are three venues available to obtain SHARP reports:

Agency Run Reports

SHARP contains a variety of standard reports that users can run from their
workstations. These reports allow users to obtain information from SHARP
when needed. The ability to generate these reports is determined by the
user's security roles.

Centrally Run Reports

Centrally Run Reports are created by batch processes and distributed
electronically to agency "mailboxes" on the MVS computer system. Agencies
can then download their reports from their MVS mailbox. An agency can only
access its own reports. Reports in the mailbox can be downloaded to a user's
workstation using file transfer protocol (FTP) software. Currently the State’s
standard software, which agencies can download free from the SHARP
Customer Service web site, is Core FTP Pro.

@
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SHARP Reporting Methods - 2

Available centrally run reports and their descriptions can be found in their
related CBTs.

WorkCenter Queries

Agencies can also run a number of queries from the Payroll WorkCenter or
Time and Labor WorkCenter in SHARP. The ability to access these queries is
determined by the user's security roles. You can find detailed instructions on
the queries on the SHARP 9.2 Training Resources & Desk Aid page at
https://www.admin.ks.gov/offices/personnel-services/sharpl/9-2-training-desk-
aids.



https://www.admin.ks.gov/offices/personnel-services/sharp1/9-2-training-desk-aids
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Agency Run Reports - 1

Agency run reports are delivered reports that users can run within the SHARP
system from their workstations.

A listing of agency run reports, their descriptions, and the path to request them
can be found on the SHARP web site at
http://da.ks.gov/sharp/reports/default.htm.

The procedures to run an agency run report involve the following steps:

1) Locate the path to request the report from the SHARP report web site
mentioned above.

2) Navigate to the report request page in SHARP and enter the Run Control
ID for the report.

3) Enter the report request parameters for the report.

4) Specify the server where the report will be run and the report format to be
used on the Process Scheduler Request page.


http://da.ks.gov/sharp/reports/default.htm
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Agency Run Reports - 2

5) Run the report.

6) Access the report from the Process Monitor page.

The procedures to request an agency run report are illustrated as

the flowchart below:

Find the path
in SHARP to
request the
report from
the report
web site at
http://da.ks.g
ov/sharp/repo
rts/default.ht
m.

Navigate to
the report

5 request page

and enter the
Run Control
ID for the
report.

—>

Enter the
report request
parameters.

Specify
server and
report format
on the
Process
Scheduler
Request

page.

Run the
report and
access the
report from
the Process
Monitor page.



http://da.ks.gov/sharp/reports/default.htm
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Adding A Run Control ID

Arun control ID is tied to your user ID
to uniquely identify the report process
you are running. The run control ID
defines the selection criteria and/or
parameters used to filter report results.

Eind an Existing Value €=

Run Control 1Dx

To run the report
for the first time,
== click the Add a New
Value tab to add a
new Run Control ID.

Add

X

\

Run Control ID is limited
to 30 characters. Use a
name that will help
identify the report.

Find an Er.istin-:.\{alue | Add a New Value
A\
Click the Add button

when you are ready to
create the Run Control ID.

L EBefore you can
run a report,
you must
create a run
control ID or
find an existing
run control ID
to use. JJ

- Hall
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Finding an Existing Run Control ID

If you have created a run control ID before, you can reuse it when running
reports again. It is recommended that you create a new run control ID for
each report you run.

Enter any information you have and click Search. Leave fields blank for a ligtafalluslucs

You can either do a
) Add a New Value partial name
If you .have an 2 _| search, or leave this
existing run Limitthe number of results to (up to 200): |300 ,a” field blank to pull
control ID for the |4 — a-" up all of the
'/ Run Controd 1D: | begins with | ..

report, you can existing run control
use the Find an IDs.

Existing Value Search Clear |Basic Search [&F Save Search Criteria
tab to select from "‘~~-___ -
a list of available Search Results ~--____ Click the Search button to perform
Run Control IDs. ==« asearch for the run control IDs that

View All  First 4] 1-30f3 [i] Last

meet the search criteriain the Run

Run Control ID | Language Code Control ID field.
Combocode English .
CosiCenter  |Enalish ~J The Search results will display at

Training Enalish

the bottom of the page. You can
click to select the desired run
control ID.

Find an Existing Value | Add a Mew Value

@
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Entering Report Parameters

Run Control ID:  Training Report Manager Process r.1-3nit-3

or

Pay Run ID: 02051108 @, Company:
on-Cycle Pay Group:
Pay End Date:

Process Page: Thirue

& On-Cycle O off Cycle O Both

_J‘.“ Return to Search | 1| Previous in List =] Motify =, Add

Parameters, sometimes called criteria, vary by the report you are
running. They control what and how data is returned in your report,
acting like a filter for your run control ID. When you are done entering
parameters, if you want to save the run control ID for future use, click the
Save button. Then click the Run button.
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The Process Scheduler Request Page

Process Scheduler Request

UserlD: DAsRCCL

Server Hame:

Run Control ID:,frai
2’

Run Date: | 12/20/2011 B

Default to current date and time. You
A4 can setthereportto run at a specific
/| future date and time using these fields.

Resetto Current Date/Time

Recurrence: Run Time: | 11:44:18AM
Time Zone: @,
4
Select Description l' Process Name Process Type *Type *Format Distribution
4

Cost Center Repogt PAYOOS S0QR Report Weh w || PDF w [ Distribution
L .
) Sso

~

Server name: the server used to run the report. Usually use =
PSUNX, unless the process type is Crystal, in which case The current report’s description, name,

the server name should be PSNT.

Recurrence: How often the report should run on its own.
Cancel | Time Zone: Not used by the State. Leave it blank.

and Process type.
Type should always be Web and
generally use the PDF format option if

the report Process Type is SQR.

After clicking the Run button, the system will take you to the Process
Scheduler Request page, where you can select the server and specify

the report format.

You would click OK when you are ready to run the report.

@
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Soom B B aw

! Accessing The Process Monitor Page

Run Control ID:  Training Rennrtr-danauer- ki

Process Request Parameter(s)

On-Cycle Run el Off-Cycle Pay Calendar
Pay Run IDx 02051108 @, Company: I:I
on-Cycle Pay Group: I:I

Process Page: I:I Thruw: I:I

Payroll Cycle
& On-Cycle O off Cycle O Both
. Save @‘ Return to Search 1-|:| Previous in List ¢,|:| Nextinddsts| [Chetifys [Bletta| [ElipdateDizplay|

After clicking OK, the system will return you to the Process Request

Parameters page. This time you will click on the Process Monitor link to
monitor the report run status.
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The Process Monitor Page
Senver List R

User ID: [DAARCCL @, Type:

Server. | V| Hame: |

@, Instance:
Run | v | Distribution v| Save On Refresh
Status: Status:

b ban
Customize | Find | View . B | #

Select Instance 3eq. Process Type m% User Run Date/Time Run Status
942344 SR Report PAYO0S DAARCCL|12/20/2011 2:41:27PM CST Processing
942343 SGR Report PAYODS DAARCCL 1220020711 Z:41:27PM CST Success FPosted Details
942342 SCQR Report PAYODS DAARCCL 1220020711 2:41:00PM CST Fosted Details

You can use the Last Days field to limit the number of reports shown. Use
the Refresh button to update the report’s Run Status and Distribution Status.

When the report status is Success and Posted, click on the Details link to
access the report.

@
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wRufe

-1 The Process Detail Page Top Half

rocess Deta

Process

Instance: 042344 Type: SQR Report
Hame: PAYOOS Description: Cost Center Report
Run Status: Success Distribution Status: Fosted

Run Control ID: Training

Updata Drocgss

Hold Request
Cueue Request
Cancel Request

O Delete Request

Restart Request

Location: Server

Server: PSUMNXK

Recurrence:

/4
Request Created On: 12/20/2011 2:42:13FPM %T Farameters Transfer
Run Anytime After: 12/20/2011 2::1-1:2?F'r9’CST Message Log
Began Process At 12/20/2011 2:42:245M CST Batch Timinags

Ended Process At: 1212012011 2:45:0fPM CST
/ —

You can change the report request run option. Clicking the ViewLog/Trace
link will take you to the report output you chose in the Process Scheduler.
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1 The Process Detail Page Bottom Half

View Log/Trace
Report ID: 247192 Process Instance: 942344 Message Log
Hame: PAYOOS Process Type: SOR Report

Run 5Status: Success

Cost Center Report
Distribution Details

Distribution Node: HRDEVI1UMIX Expiration Date:

Hame File Size 28 Datetime Created
SAR PAYOOS 043344 |og 1568 12202011 2:4509.276118PM CST

1 12,963,696 122002011 24509 276118PM C3T
payl 29 1212002011 2:45:09.276118PM CST
Distribution 1D Type *Distribution ID

User DAARCCL

Click on the .PDF file to access the report for reviewing or saving to a
location you choose.
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Access Reports Through Report Manager

Fa*.rl:‘urr'rtes. Mainflenu b Repnrtigg Tools = Report Manager

List Explger

User D
Status: hd
Select LELL
- ]
247192
247191
247190
v
Select All Deselect All

Type:

Folder:

Prcs

Insgtance

942344

}chives

Description

Cost Center Report

Cost Center Report

Cost Center Report

|| Last L
* | Instance:; to;
B g 4] )]

M Format  Status Details
Date/Time
1212002011  |Acrobat e
24213PM (rpap | osted Detals
1212002011 |Acrobat "
24138PM | (pan | oored Detals
1202002011 |Acrobat Posted | Details

24113PM | (*.pdf)

Click the delete button to delete the selected report(s)
You can also access or delete the completed reports before they are purged

from the system through the Administration tab on the Report Manager
page using the following path: Main Menu>Reporting Tools>Report

Manager.

@

LEI Mew Window [ 2)Help

Days w Refresh
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Centrally Run Reports Overview - 1

Centrally run reports are created by batch processes and distributed
electronically to agency "mailboxes" on the MVS computer system. An agency
can only access its own reports. Reports in the MVS mailbox can be
downloaded to a user's workstation using file transfer protocol (FTP) software.

Agencies can use their current FTP software. For agencies that need FTP
software or wish to change, the Department of Administration recommends
Core FTP Pro which is provided free to agencies by the Department of
Administration. This software can be downloaded from the SHARP web page
located at http://www.da.ks.gov/sharp/downloads.htm. To use Core FTP Pro
for the first time, agencies should contact the Office of Information
Technology Services at 785 296 4999 for software registration and set up
instructions.

@


http://www.da.ks.gov/sharp/downloads.htm
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Centrally Run Reports Overview - 2

You can request access to the MVS mailbox through your agency TopSecret
administrator if one is designated in your agency. For agencies that rely on
Department of Administration for their technical support, users should contact
OITS at 785-296-4999 to request a form and instructions on where to submit it.

Reports are created in both .lis and PDF formats. Reports in PDF format
require Adobe Acrobat Reader software to view or print the reports. The PDF
format is used by most agencies. The .lis format is used by a few agencies
due to internal requirements.

A report remains in the MVS mailbox for 30 days and is then deleted. You

should make sure to copy the reports from the MVS mailbox to your
workstation before they are deleted.

@
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Report Page Break Levels - 1

Agencies can control how their centrally run reports page break by setting up

page break levels for different reports. The full path to the Agency Page Break
Levels page is:

Main Menu>Set Up HRMS>Foundation Tables>Organization>Agency
Page Break levels

Agency Page Break Levels To add Agency Page Break Levels for
the first time, click the Add a New Value
Find an Exiatmg.,v,.auc ) tab, type your 3-digit agency number

in the Agency field, then click Add.

@ You can also search your existing
@ Agency page Break Levels using your

agency number.



D

SHARP Reporting

Report Page Break Levels - 2

Augpe iy
173
Process Marme Report Break Lewel (5, 5, F, or 10}
1 [BEMODOTF > 1ol =] [=]
z | [P ey wWwaGE 10| (=] | [=]
a|[kPERDOA 10|| [==1 | [=]
a|[Pavyooz 10
The four available page break
levels based on the 10-digit
department ID are:
3: Breaks by agency
S Sawe [= Resturn to Search =] Motify

5: Breaks by Division or Bureau
7: Breaks by section
10: Breaks by unit

Use the Add Row/Delete Row
button to add/delete a report.
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Introduction to Core FTP Pro -1

When using Core FTP Pro for the first time, agencies should contact the
Office of Information Technology Services at 785 296 4999 for software
registration and set up instructions.

After the installation, usually you can find your Core FTP Pro icon on your
desktop. Double click the icon to start the program.

¥)

Core FIP Pro




SHHP\P SHARP Reporting

Introduction to Core FTP Pro - 2

Site Manager

The remote site name. Must

L -~ be “MVSMainframe” for the
© [ Site: Name «~ MVS mail box access.
© ‘da fmstip. |MYS M ainframe
& sharpcht ek e
. . : Host/IP/URL 4 === === " Use the MVS URL name
Your available directories |mvs1_da_$tate_k$ Advancad “mvs1.da.state.ks.us”. It this
will display in the left pane. doesn’t work, use the IP address
| L zemmame \\ “165.201.25.2”.
Generally these fields are |arapec] [ Anonymous \\
preset and should not be M Clicking the Advanced button will
changed. Password . N take you to the Advanced Site
N | W Don't save password Settings page where you can
‘s‘| Eort — il change the Directory/folder. The
B BT E ™ Rety On page will be discussed in detail later.
[ PASY [ Use Proxy
C i . .
|;U”T”HE°;'S°E = The Site Manager dialog box
S 551 Options displays when you open the Core
v S5LListings W SSL Transfer [ Clear [CCC) FTP Pro SOftware' Usua”y most
% OperSSL | windows SSL fields are preset. All you have to
do is type in your password and
Mew Site Mew Categary | Connect | Connect Manager Cloge | C“Ck the Connect button
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Introduction to Core FTP Pro - 3

Site Manager

-} bA" S ainframe Site Mame
© 'da frimshrp.” |M\-"SMainframe
@ zharpchbt
Hoszt / [P/ IRL
|mv31 .da.ztate ke uz
Il zermame
|ara|:u:u:| [ Anonymous
Pazzword
| v Don't save passward
Port Tirneout Fetres
|21 |50 2 ™ Rety On
[ PASY [ Usze Prozy
Connection
|UTH S5L |
Comments S5L Optionz
v SSLListings W SSL Transfer [ Clear [CCC)
[v OpensSsL [ indows S50
Mew Site Mew Category | Connect | Connect bManager Cloge |

If you use Core FTP Pro to
transfer files from other
sites, click the New Site
button to add a new site.
The New Category and
Connect Manager buttons
are not used. Use the Close
button to close the program.
Clicking the Advanced
button will take you to the
Advanced Site Settings page
where you can change the
Directory/folder. The page
will be discussed in detalil
next.
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F

Introduction to Core FTP Pro -4

General
Connechions

irector/Folder

| |Encading

Encrpt/Compress

1 |Extemal
1 |Filters

Motification
Promy
Scrpt/Crmdz
S5H
S5L/TLS

Transfers

Account |

[ Legacy Mode

Server Tope | Auta

[ Cornvert files to GMT

[ Don't prompt for user id when empty [ MaSYST
[ MalLIST
[ Don't prompt for password when empty D
[ MoQUIT
[+ Advanced directony lizting [for htacccess)
[ Adjust For daylight savings
0 Haur affzet far filedfalder date and time [-/+]

Normally you would not
need to use the
Advanced Site Settings
page. The values for
most fields are set up
by your technical staff
according to the
mainframe/server
specification and
should not be changed.
You only need to use
this page when you
want to change your
local directory. You
would click the
Directory/Folder
option to go to that

page.
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Introduction to Core FTP Pro -5

Advanced Site Settings

eneral

Connections

Directary/Falder

| |Encoding
Encropt/Campress
{ |Extemnal

1 |Filters
Matifization
Prowy
Script/Crdz
S5H

S5L/TLS

Transfers

Femate Start Folder

4R FMSHRP.

Local Start Folder
ICATEMP

[ Inchude file mazk in LIST

The Remote Start
Folder is where the
MVS mailbox is located
and should not be
changed. However,
you can choose the
local folder where the
downloaded files will be
saved. Either type in
the folder location
directly or you can
browse/select it by
clicking the ellipse
button .| by the field.
You would click OK
when done.
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Changing Password in Core FTP Pro

Site Manager.

& MYSMainframe Site Mame
© ‘da.fimship.’ |MVSMainframe
@ sharpchbt
Haost /1P # LRL
|mvs1 .da.ztate kz.uz Advanced
lzermame
|arap-:u:| [ Anonymous
FPazzword
| ¥ Don't zave password
Paort Tirmeout Retries
|21 |50 2 [ Rety On
[ PaSy [ Usze Prosy
Connechion
|8UTH 55L |
Comments S5L Options
v SSL Listings [ S5L Tramsfer [ Clear [CCC)
v OpenSSL [ windows S5L
MHew Site Mew Categony Connect Connect banager Close |

The password must be
changed every 30 days. You
can change password at any

| time by typing the new and old

| passwords using the following

| format:

- oldpassword/newpassword/new

password.

The password must be 8
characters long and not
contain any special character
or double character. Detailed
instructions are available at:

| http://www.da.ks.qov/sharp/d

F ownloads.htm.

@


http://www.da.ks.gov/sharp/downloads.htm
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Download Reports Using Core FTP Pro - 1

Site Manager. E|

Y N The Site Manager page
: :haa-::"z:”:'- [MvSMainframe d|Sp|ayS when you
Host /1P / URL _ open Core FTP Pro.
|mvs1 .da.ztate kz.uz Advanced .
o _ Type In your User
[arapec] — ancrgmaus | | Name (if not defaulted
S - in) and password, then
l v Donftsave passnord click the Connect
Paort Tirmeout Retries
|21 |50 2 [ Rety On button.
[ PaSy [ Usze Prosy
Connechion
|8UTH 55L |
Comments S5L Options

‘ W SSL Listings W S5L Transfer [ Clear [CCC)

v OpenSSL [ windows S5L

MHew Site Mew Categony | Connect banager Close
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Download Reports Using Core FTP Pro - 2

File View Sites Manage Tools Help
— This is the top half of the
8| % |==| % ‘ EE]‘ ‘ ?R‘ @l ﬁ‘ E@" ﬁg| 0‘ = Local/Remote Site screen.
| | y\ A
e A S e o ;‘ /’ Kl A [
EE! Igl—aFt.a n::nnne-d'tichn prntectiq{ﬁ 2t Lo private II //, /,' /,, [_‘—[_]
padiy i 1 / S % S About | Help

22T|EnteriI“|g F'a%sil.le Made [1?5,201,25,2,135#04]

V4 4

LIST i / ’ ’ R4
Conhect spoket 1340 0 165/201.25 2. pon #0124, . / / . . .
TLS{1, oipher TUSy1SSLy3 DES-CBCS-SiA)-teE b | 7 After,cilcklng Connect, the Local/Remote Site
250 Lyist cdmpleled zuccesdiully, II ,’ 4 /l . . . .
ool £ 240 bores 96057 secqps ~screen will display. The descriptions of the
H 1 ! A / e .

T f ~ #~buttons are provided below.
Site‘g I\'(Ialhad'er: Clic,"king thé'button Wifl display t,hé,Sit,e'T\/Ianager page where you can make changes or sign back onto the site if it
becbme irfactive./ / / ‘s

4 ’
Quitk Gonnect: {Zlickin)g' the buﬁon will pL;H'up,tﬁe Quick Connect window where you can connect to a different site.
Recbnneci: CIicl&ing thie butpo'n will dispja’y tl;;é Password field for you to sign back into the inactive remote site.
TheCut, Copy, énd I;‘ast(;/f)uttons ar,e’no}z(lsed in file transfers.
Three modes, Ascii/ ir;véry, and Au’[o*aéan be selected to transfer/view the selected file. If the report appears gibberish, it's
possible the incorrect sfiode was sefected.
The &I)ptions, Sessjons, Tem p,lét,es buttons are used by the State.
Eachitime you click on the Choépge View button, the view will change through the 11 available display options.
The Mute and Process Queué buttons are not used.
Clicking the About button will display the software provider, version, and registration ID.
The Help button will link you to the Core FTP Pro help page.
The mMessage area displays the results of your request or the status of filters, i.e., password error will say “530 PASS command
failed”.
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SHARP Reporting

The bottom half of the
Local/Remote Site

£

¥

screen.
£ 8060 X F [ i 11 v P + I i Ly Ay we 4
F:= CATEMPACycle2h \ =[] = , 'DAFMSHRP. ﬂl =
| Y A AJ ~
“ | Fikname | | \Size | Date | * | Filepaie Size | Date =
2.\ \ N 01/08/10 1438 ']_«’.3
B TL_Cycle 2 defartments [2) 415 25Kg 01/06/10 14:38 . BEN007.D'1203.T051540.LIS PDF EKB 12/05/11 00:00
' — . = || BENDO7.D1217.T111604.LI5 EKB 12/17/11 00:00
i| ThetDireciory Tree and Up NG RETES [ = BENDO7.D1217.T111604.L15.PDF KB 12/19/11 00:00
] Directory buttons s E] BENDO7.D1217.T111636.L0G EKB 12/17/11 00:00
] ﬁ%\ : e |&t] BEMOO7.D1231.T025622.LIS EKB 12/31/11 00:00
1
\ The local directory The remote directory = BENDO7.D'1231.T025622.L15 PDF EKB 01/03/12 00:00
! (Z] BEM0O7.D1231.T025655.L0G EKB 12/21/11 00:00
File in the local directory 4] DOPO01.D0103 T203950.0UT 9KB 01/04/12 00:00
4] DDPO01.01203 T043500.0UT JKB 12/05/11 00:00
: 4] DDPO0T.01205 T222610,0UT IKE 12/06/11 0000
The Status bar will reflect the current process status, 7] 0P 01208]  Files in the remote directory 1811 0000
s,uCh as ready, number of bytes transferred, or the 7] DDPODT 01212 rezzmrarmm 311 0000
L filemame ifailiersiselected. 4] DDPOOT.D1217.T102212.0UT IKB 121911 0000 o

&

ECY

XHT
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Download Reports Using Core FTP Pro -4

£ 8 0 + [+ O vy o gvzii,}{:kwfg e d oo 4
Cd
i [CATESTS ~| v a [ FIASHRP ~| I
’ Pt
“ | Filename | Size | Date 3 * | Eleriame Size | Date | |~
.- 12/2911 09347 ARk
=% KPaY261.01119.7012506.LIS. PDF BKB 12/27/1)0000__-="" || ] KREY204.01212.T003256.L0G EKE 1213411 00:00
> — ——= [14] KPEY204.01213.7003302.00T EKE 1213411 00:00
— Clicking the Keep. Atfve button [£) KPAY204.01227.T215200 LOG BKE 12/27/11 00:00
Transferred file will keep yotn”session from [14) KPAY204 01227 T215206 OUT EKB 12/27/11 00:00
__--being timed out. T KPAv261.01119.7012506.LI5 POF GKE 12/27411 00:00
s &) KPav261 01206, T032947 LI, BKE 12/06/11 00:00
The Filters field is used to filter out unwanted reports so S KP:‘-‘«'(EH.D12EIE.TI33294?.LIS.F'EE EKE 12064171 00:00
it only shows the reports meeting the criteria specified in E] KPa}261.01208TOIZHTLOG S EKB 12/06/11 00:00
the field. Enter the beginning few characters (must be all [14] KPa}261.01206.T032956.0UT \\ BEB 12/06/11 00:00
caps) of the report and the wild card (*), then press Enter (] KPa261.01220 TO24853 LIS \\ BKE 12/20/11 00:00
to shows only the reports of interest to you. =) KPAYR61.01220.7024859.LIS. PDF \ EKE 12/20411 00:00
Z] KPayEE1.01220.T024859.LOG BKE 12/20/11 00:00
4] KPaYEE1.01220.T024907.0UT BKB 12/20011 00:00
ﬁﬁ FEALSISS M5S0 TOASOSS 1 55 -~ Lh A4S MAac 44 anooh
< Jl. \\ »
TransFer time: 00:00:00 i- ‘\‘ 1 0 &) | rov |unr
You can transfer the file from the remote site td your local folder by clicking to

highlight the file in the remote site, then clicking the left arrow.
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SHARP Reporting

£ 2 5 + [ O Ly & £t X kPar O e 4 o1 v
= [CATESTS ~| Ca DA FMSHRP. ~| =
“ | Filenarne Size | Date “ | Filenarne | Size | Date | |~
0. 12/29/11 09:34 o R
= KP&Y261.01119.T012506 LIS POF BKE 12/27/11 00:00 [£] KPaY¥204.01213.T002256 LOG 6K 12413/11 00:00
4] KP&Y204.01213.T003302.0UT EKE 12/13/11 00:00
[£] KPav204.01227.T215200 LOG EKB 12/27/11 0000
4] KP&Y204.D1227 T215206.00T EKB 12/27/11 0000
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You can also double click the highlighted file to see more options.

@
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Select option to use on double clhick,

1/ iew
[ Edit

AN Transfer

| Always uze this option
| Don't ask again

OF.

Carncel |

After double clicking the file,
several action options will
display for you to select from.
You can click the named radio
button to view the report, edit
the report if you have the
appropriate software, or
transfer the report to your
designated local folder.

However, it’'s best to first save

the original file to your local
folder, then save the edited
file under a different name.
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Lesson Checkpoint

Now is your opportunity to ensure that you are learning the course
material. After you read the question, make your selection, then
compare your response to the correct answer provided at the bottom of

the page.
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Lesson Checkpoint @
True or False? Centrally run reports can only be downloaded from the

agency’s MVS mailbox.

A) True
B) False

Correct answer is A

@
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Lesson Checkpoint @
Approximately how many days will a centrally run report be kept in the

agency’s MVS mailbox?

A) 30 days
B) Until transferred
C) Until deleted

Correct answer is A

@



D

SHARP Reporting

Lesson Summary

There are three SHARP reporting methods: agency run
reports, centrally run reports, and Workcenter queries.
Agencies can request agency run reports directly from
SHARP. Centrally run reports can only be downloaded
from the agency’s MVS mailbox using FTP software. You
can also run queries from Payroll or Time and Labor
Workcenters.

To request an agency run report, you must first add
a Run Control ID and define the report parameters
for the report.

Centrally run reports will stay in the agency MVS
mailbox for approximately 30 days. The process for
downloading centrally run reports is to move the
report from the remote site (agency MVS mailbox)
to the local site (your workstation).

In this lesson, |
walked you through
the basics of agency

and centrally run
reports, learning to
download a report
using Core FTP Pro.
On the left are some
key concepts
covered in this
lesson.
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Course Completion

Congratulations! You have finished this course.




